Getting Started with ERIC -

Accessing ERIC Accounts

eri

Emissions Reporting and Inventory Center

Version No. 1.0 — DRAFT
November 2012



Louisiana Department of Environmental Quality — Emissions Inventory
Getting Started with ERIC — Accessing ERIC Accounts

Table of Contents

I 1V T 1 3 = o 3
Ot O = V=Y =T =T TS 5
1.2 LDEQ Web POrtal ACCOUNTS ....c.couiiiiuiiiiirieitrtetrietete ettt ettt 6
1.3 ERIC ACCOUNTS ..ottt sttt st st b e st st n e s e 9
1.4  Using a Pre-registration Code to Access Your ERIC ACCOUNt .......ccceeevererierieseeseeeeeenenn 9
1.5 Requesting Access to an ERIC ACCOUNT ......ccviviiiiiiiiiieinec et ssie e e s re s 12
1.6 Portal AcCOUNt MANAgEMENT .....ecueeieieeieee ettt ettt st sae s e e e s e e reenean 16
1.7 USEr ManagEMENT ...cuueiiiieieieeiciiesieesite st e sereesste e sseesssaeessaessseeessaesssseessseesasesssseesane 17
1.8 USEI ROIES ...ttt sttt sttt st be e 18
1.9  Changes in OWNEISNIP ....cceiririeiirieeeeceeees ettt ettt sa e aessesaa s 19
1.10 LDEQ Contact INfOrmMation........cccceueerieerieirieirieteietneeteiese et ss et 19

Revision 1.0 Page 2

Last Updated on 11/13/2012



Louisiana Department of Environmental Quality — Emissions Inventory
Getting Started with ERIC — Accessing ERIC Accounts

1 Whatis ERIC?

Emissions Reporting and Inventory Center, or ERIC, is a web-based application that Agency Interests
(Als) must use to submit their annual Criteria Pollutant and/or Toxics Air Pollutant emissions inventories
to the Louisiana Department of Environmental (LDEQ) as required under LAC 33:111.919 and LAC
33:111.5107. This document contains information and instructions on using the LDEQ web portal to
access ERIC.

Imagine that ERIC works the same as online banking. You need a user name and password with the
bank’s website and then you need to associate your savings, checking, and credit card accounts with
that user name and password. Once your online accounts are setup, you only need to login with one
user name and password in order to get to your savings, checking, and credit card accounts.

Below are the basic steps to getting started with ERIC:

1. Get a portal account (user name and password). Portal accounts give you access to
LDEQ’s online services, one of which is ERIC. Each person wishing to conduct online
business with LDEQ needs to have their own portal account. Just like you not wanting
to share your bank access with someone else, you should also keep your portal account
information safe. Each person only needs one portal account. Portal Accounts are
covered in Section 1.2 of this document.

2. Get the ERIC account established by contacting LDEQ. ERIC accounts are specific to an
Al # and owner, and LDEQ sets up the ERIC accounts. Contact LDEQ (see Section 1.10) to
find out if your Al# and owner have an ERIC account. This is similar to calling the bank
to find out if you can access a particular account online. ERIC accounts are covered in
Section 1.3 of this document.

3. Get your portal account access to the ERIC account. This is the process that connects
your portal account to the specific Agency Interest’s information contained in the ERIC
system, and determines the activities that you may conduct within ERIC. This is
accomplished one of two ways.

a. Use an LDEQ issued pre-registration code to establish the user of the pre-
registration code as the Account Administrator. Pre-registration codes are
covered in Section 1.4 of this document.

b. Request access to the ERIC account. Once an Account Administrator is
established for a particular Agency Interest, all user access is managed by the
Account Administrator, and not by LDEQ. Contact LDEQ (see Section 1.10) if you
need to know if there is an Account Administrator and/or who the Account
Administrator is. Section 1.5 covers requesting access to an ERIC Account.

4. Start your inventories.
5. Complete the inventory.
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6. Run the final validations until all errors are resolved.

7. Submit the inventory.

8. Print, sign, and send the certification statement with an original, wet ink signature to
LDEQ by April 30.

See the full ERIC User Manual for guidance on preparing and submitting emission inventories in
ERIC.
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11 Getting Started

ERIC is available through the LDEQ web portal at the ERIC home page
http://www.deg.louisiana.gov/eric:

O ERIC Homepage and Emiss War

&« C M © www.deq.louisiana.gov/portal/tabid/109/Default.aspx kA N
~
LOUISIANA !
Emissions Reporting and Inventory Center
HOME DIVISIONS PROGRAMS SERVICES ONLINESERVICES NEWS ABOUT _ 3
DIVISIOMNS = Air Permits » Emissions Inventory Homepage Register | Login F

ERIC and DEQ's Emission Inventory Operations

Click Logo to Please be advised that the ERIC system for reporting 2011 criteria and toxic air emissions data has been
Access ERIC! turned on for users! Some of the changes for RY2011, which will be discussed at the training sessions include:

= Breaking the link between ERIC and TEMPO for most of the inventory data
a = Mew Reconciliation report available for comparing ERIC data to TEMPO data -
e r l C = Relaxing some of the validations for release points for more accurate data reporting
= Additional validations for permanently shutdown items, parishes and contacts
Einms Plogroeties e vty G = Mew, more comprehensive User Manual coming shortly
= Promulgation of AQ300, which revises LAC 33:11.918, 919, and 5107, and it's impact
ER_[C RGSOUTCGS = Public Reports Page will be turned on

Before logging in to the system, we strongly encourage you to check out the Resources section and

carefully read the latest guidance document titled "Reporting Year 2011 System Update Guidance".

2011 Reporting Year Resources

Registration for ERIC Training - ERIC training will occur in Baton Rouge at the DEQ office’s Galvez Conference Center on
Monday January 30, 2012 as well as at the LSU Ag Center Calcasieu Parish Training Center on Wednesday February 8, 2012, The Baton
Rouge training session will also be conducted via a webinar. Click Here to register!

Relezse Point Orientation

Guidance - Updated 2/17/11 Reporting Year 2011 ERIC User Training Presentation [Available after 2/5/2012)
SCCs requiring Heat Content The reporting deadline has been permanently changed to April 30 per LAC 33:I1.919.F.1.c and LAC 33:I1.5107 A1,
-Updated 2710

Click Here for Prior Year Reporting Resources

ERIC Staff Assignments

ERIC can be accessed using any modern web browser such as Microsoft Internet Explorer (version 8 or
higher), Google Chrome (version 16 or higher) or Mozilla Firefox (version 4 or higher). ERIC does not
make use of any browser plug-ins, so no additional software installations are required to access the
application. However, ERIC may make limited use of cookies for session tracking and pop-up windows.
If your browser is set for a high level of security, or if you have third-party pop-up blockers installed and
ERIC is not responding properly, you will need to disable your third-party blockers (or add the LDEQ
portal to their list of excluded sites) and set your browser security to Medium for the LDEQ portal site.
Due to the number and variety of browser versions and third-party blocker tools in the marketplace,
instructions for all of them cannot be listed here. Please contact your IT support resources or consult
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your browser documentation for instructions on setting security levels and excluding specific web sites
from any third-party blockers you may have installed.

To access your Al’s data, you must first register for a portal account. Your portal account is not specific
to ERIC — it gives you access to various current and future planned online services on the LDEQ portal
web site. Once you have an active portal account, you can gain access to your ERIC account either by
using a pre-registration code issued to you by LDEQ, or by requesting access through the ERIC Account
Administrator. Instructions for these methods are provided below.

1.2 LDEQ Web Portal Accounts

LDEQ web portal accounts are different from ERIC accounts. A portal account belongs to a specific
individual, and is your passkey to allow passage of certain restricted content to LDEQ via the website. A
portal account is required to gain access to an ERIC account. LDEQ strongly discourages the sharing of
portal accounts among several users (for example, several consultants within one firm using the same
portal account). Each person wishing to gain access to an ERIC account should have their own portal
account. However, if several users do share a single portal account, you are strongly encouraged to
implement appropriate security measures to ensure that only the appropriate people have access to the
account information. For example, you should ensure that whenever staff leaves your company their
access to the portal account is withdrawn.

To sign up for a portal account, follow these steps:

1. First, point your web browser to the ERIC home page:
http://www.deg.louisiana.gov/eric

2. Click on the Register button at the top right of the page.

O ERIC Homepage and Emiss A\

&« C M © www.deq.louisiana.gov/portal/tabid/109/Default.aspx A

» @% eric

ions Reporting and Inventory Center

HOME DIVISIONS PROGRAMS SERVICES ONLINESERVICES NEWS ABOUT

DIVISIOMNS = Air Permits » Emissions Inventory Homepage Register | Ipgin

ERT and MEM'c Emiccinn Tnuantans Mnaratinne

m
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3. You will see the following screen. Complete the registration form shown below to create your
LDEQ portal account. You must provide all of the data shown on the form, including a valid
email address to which you have access.

a. User Name is what you will login to your portal account with.

b. Be sure to enter your real first and last names. If you forget your user name, LDEQ can
retrieve it for you by first and last names. It is not recommended to use company
names as the first and last names.

C. The Display Name is what is displayed in the upper right corner once logged in.

d. Passwords must be at least 7 characters long.

Louisiana Department of Environmental Quality > HOME

I Indicates required fields

User Registration

*Note: Membership to this portal is Verified. Once your account information has been submitted, you will receive an email containing your unique Verification Code.
The Verification Code will be required the first time you attempt to sign in to the portal environment. All fields marked with a red arrow are required. - (Note: -
Registration may take several seconds. Once you click the Register button please wait until the system responds.)

User Name: [ User name is required
First Name: [ First name is required
Last Name: [ Lastname is required

Display Name: L

Display Name is required

B

Email Address:

Email is required

Enter a password.

Password: [

|

Confirm Password: [J

?

4. The LDEQ portal system will automatically give you a screen message (see below) and send you
a confirmation email containing a verification code. This code is not the same as the ERIC
account pre-registration code (see Section 1.4):
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Louisiana Department of Environmental Quality > HOME

v An e-mail with your verification code has been sent to your e-mail address: nosajb@gmail.com —
Please access your in-box and get the verification code, which is required to log-in first time.

| Indicates required fields

User Registration

*Note: Membership to this portal is Verified. Once your account information has been submitted, you will receive an email containing your unique Verification Code.

The Verification Code will be reauired the first time van attemnt ta sian in ta the nartal envirnnment All fields marked with a red arrow are reanired - /Note: -

5. Follow the instructions in the email (sample below) to activate your portal account.

-

1 Louisiana Department of Environmental Quality New User Registration - Unicode (UTF-8) E]@

File Edit WView Tools Message Help .':.'
g & v <« X ©0 0O W
Reply Reply &l  Forward Print Delete Addresses
From:
Date: Monday, March 19, 2007 3:07 FM
Toe
Subject: Louisiana Department of Environmental Quality Mew User Registration
Y

Dear John Doe,
We are pleased to advise that vou have been added as a Registered User to Louisiana
Department of Environmental Quality. Please read the following information carefully
and be sure to save this message in a safe location for future reference.
Portal Website Address: http:/www.deg louisiana.gov
Usemame: jdoe
Password: mypassword 7
Verification Code: 0-232
You mav use the following link to complete vour verified registration:
http:/www.deg louisiana. gov/portal' default.aspx Tetl=L ogindmsemame=jdoed&verificatio
ncode=0-232
Please take the opportunity to visit the website to review its content and take advantage

of its manv features.

(]
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If you do not receive an email verification that contains your verification code, there are several reasons
why this may have occurred. If you entered an email address that was not valid, the email system will
return the message to LDEQ. You need to contact LDEQ (see Section 1.10) for assistance. Likewise,
some AOL users have had problems with their mail servers allowing our confirmation emails into their
system. If you are an AOL user, you may need to contact LDEQ (see Section 1.10) after you register for
the portal account so that we can get your confirmation instructions to you. Some corporate email
systems capture the system generated confirmation emails that the LDEQ system sends out, and treat
them as SPAM or JUNK. Please check with your system administrator to see if your system has diverted
your confirmation email into one of these holding locations. With proper verification, LDEQ can get your
account set up; just call LDEQ for assistance.

1.3 ERIC Accounts

An ERIC account represents a specific Al and owner company. Each Al required to report annual
emissions per LAC 33:111.919 or LAC 33:111.5107 is issued an ERIC account for the current owner. Prior
owners (or new owners when an Al changes ownership) may be issued their own ERIC account for that
Al. The ERIC account is the home for both Criteria Pollutant and/or Toxics Air Pollutant emissions
inventories for that Al and owner company.

Portal accounts are granted access to ERIC accounts by either using an LDEQ issued pre-registration
code, or by the ERIC Account Administrator. As new accounts to the ERIC database are added, a pre-
registration code will be provided to the El contact at the Al/owner company for initial access as the
ERIC Account Administrator. The process for using a pre-registration code is described in Section 1.4.

If you are required to report but you do not have access to your ERIC account, you should contact LDEQ
(see Section 1.10) to request a pre-registration code for your ERIC account. If your Al # is not available
in ERIC for your owner company, call or send an email to the staff member assigned to your parish and
ask that an ERIC account be created for your Al # and owner company. Make sure that you include your
contact information for the El contact, the Al #, Owner name, and email address so that LDEQ,can send
the account pre-registration code. LDEQ will send the pre-registration codes to El contacts at the
Al/owner company only and not to consultants or other contacts. Once a pre-registration code is used,
it is no longer a valid code.

Once initial access is granted and the ERIC Account Administrator is established using the pre-
registration code, access to an ERIC account may be granted to additional portal accounts by the ERIC
Account Administrator. This process is also described in more detail in Sections 1.5 and 1.7. You should
remember that after the ERIC Account Administrator is identified using the LDEQ supplied pre-
registration code, all future user access for the ERIC account will be managed by the ERIC Account
Administrator, not by LDEQ.

14 Using a Pre-registration Code to Access Your ERIC Account

1. Navigate to the ERIC home page:
http://www.deg.louisiana.gov/eric

2. If you are not already logged in to your portal account, click the Login button at the top right
of the page. You will be prompted for your portal user name and password:
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O ERIC Homepage and Emiss \ CEA

&« C M © www.deq.louisiana.gov/portal/tabid/109/Default.aspx kA N

S eric

Emissions Reporting and Inventory Center

HOME DIVISIONS PROGRAMS SERVICES ONLINESERVICES NEWS ABOUT

DIVISIOMNS = Air Permits » Emissions Inventory Homepage Reqgis @ 3

3. The following window will popup where you can enter your user name and
password:

User Log In

Username: |

Password: |

[7] Remember Login

Register Retrieve Password

4, The maximum number of failed login attempts within 10 minutes is 5. After 5 failed
login attempts within 10 minutes, the portal account is locked and the use must
contact LDEQ (see Section 1.10) to have it unlocked.

5. After a successful login to the Portal, you will be directed back to the ERIC home
page. On the left side of the page, click on the ERIC logo to access ERIC.
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-
/ @ ERIC Homepage and Emiss \t{_.-'_‘

&« C M © www.deq.louisiana.gov/portal/tabid/109/Default.aspx kA N

®
DEQ eSric

Emissions Reporting and Inventory Center

HOME DIVISIONS PROGRAMS SERVICES ONLINESERVICES NEWS ABOUT

DIVISIOMNS = Air Permits » Emissions Inventory Homepage Register | Login

ERIC and DEQ's Emission Inventory Operations

Click Logo to Please be advised that the ERIC system for reporting 2011 criteria and toxic air emissions data has been
! turned on for users! Some of the changes for RY2011, which will be discussed at the training sessions include:

Breaking the link between ERIC and TEMPO for most of the inventory data
Mew Reconciliation report available for comparing ERIC data to TEMPO data B
Relaxing some of the validations for release points for more accurate data reporting

Additional validations for permanently shutdown items, parishes and contacts

Mew, more comprehensive User Manual coming shortly

Promulgation of AQ300, which revises LAC 33:I1.918, 919, and 5107, and it's impact

Public Reports Page will be turned on

Before logging in to the system, we strongly encourage you to check out the Resources section and

Reporting Year 2011 System

nce- Updated carefully read the latest guidance document titled "Reporting Year 2011 System Update Guidance".

2011 Reporting Year Resources
ERIC Freguently Asked

Questions Document - Registration for ERIC Training - ERIC training will occur in Baton Rouge at the DEQ office’s Galvez Conference Center on

Updated 04/25/11 Monday January 30, 2012 as well as at the LSU Ag Center Calcasieu Parish Training Center on Wednesday February 8, 2012. The Baton
Rouge training session will also be conducted via a webinar. Click Here to register!

Release Point Orientation

Guidznce - Updated 2/17/11 Reporting Year 2011 ERIC User Training Presentation [Available after 2/5/2012)

SCCs requiring Heat Content The reporting deadline has been permanently changed to April 30 per LAC 33:I1.919.F.1.c and LAC 33:I1.5107 A1,
-Updated 2/10/11
Click Here for Prior Year Reporting Resources

ERIC Staff Assignments

6. At the bottom of the ERIC home page, you will find a link to request access to a
facility. Click on the link:

il Request access to a Facility (EI submitters, responsible officials, or desi only)

Pu

B chow velp Topics

Louisiana Department of Environmental Quality 602 N. Ffth Strest Eston Rouge, LA 70802
Call or e-mail a hotline - Office Address/Phone listing * Locate 2 DEQ employes
Call 1-865-896-LDEQ or e-mail cur Customer Service Center with questions or comments
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7. You will see the Request Access page with two options for requesting access. Select the
option labeled “I have received a pre-registration code in the mail”:

Emissions Inventory - Request Access

Use this form to request access to a facility for Emissions Inventory reporting purposes.

I am an employee of the facility owner, or a designated consultant

@ 1 have received a preregistration code in the mail
Please enter the AT Number for which you are preregistered:

Plezse enter your preregistration code:

[ submit ] [ Cancal

8. Enter your Al number and your pre-registration code and then press submit. If you entered
the correct Al number and pre-registration code, your account will be activated and you will
be granted Administrator rights to your account.

9. You will need to logout and then log back in for your access permissions to be applied.

Once you have completed this process, your portal account is registered as the ERIC Account
Administrator. You now have full rights for the selected ERIC account, including creating, editing, and
submitting inventories, as well as granting or rejecting access requests from other portal users.

15 Requesting Access to an ERIC Account

If you need access to an ERIC account, you can request access from the ERIC Account Administrator, who
decides whether or not to grant or reject the request and, if granted, what level of access you will have.
For example, you may be another staff member at the Al working on preparing the emissions inventory,
or you may be a consultant hired to assist in the inventory preparation.

Use the following process to request access to an ERIC account:

1. Navigate to the ERIC home page and log in to the portal (see steps 1 through 2, above).

2. From the ERIC home page, click the ERIC logo to access ERIC (see step 3 above).

3. At the bottom of the page, use the link to “Request Access to a Facility” (see step 4 above).
4, You will be presented with two options for requesting access. Select the option labeled “I

am an employee of the facility owner, or a designated consultant”:
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Emissions Inventory - Request Access

Use this form to request access to a facility for Emissions Inventory reporting purposes.

@ T am an employee of the facility owner, or a designated consultant
Please enter the Agency Interest number(s) you need accessto: ||

You can request aocess to more than one Al at 3 time - just type in the values separsted by commas,

The fallowing information will accompany your request. By making this request, you agres to allow this information to be shared with the account manager(s) for the Agency Interest Number to
which you are requesting access.

First Mame: John
Last Name: Haasbesk
Email: jhaasbesk @environcorp.com

_' I have received a preregistration code in the mail

[ submit ]| [ cance |

5. You are prompted to enter the Al numbers you want to access (use a comma separated list
if you are requesting access to more than one account). You are also notified that your
portal account information (name and email address) will be made available to the
Administrator of the account(s) to which you are requesting access.

6. Click the “Submit” button to continue.
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7. The ERIC system will display the Al numbers to which you have requested access and the
owners of the ERIC accounts for those Als. Confirm that the Owner for the ERIC account is
the correct Owner to which you want your request to go to. Make sure you select the
correct owner organization for Als that have more than one account, then click Confirm to
submit the request:

Emissions Inventory - Request Access

Use this form to request access to a facility for Emissions Inventory reporting purposes.

You have requested access to the following Agency Interest Numbers:

AI Number AI Name
90172 East Lake Verrat Facility
90179 Leleux Central Production Fadility

|Rozel Operating Ca I

Mots - if the owner is displayed as 2 dropdovn list, you must select the owner to whom your access request should be: routed,

Press "Confirm" to confirm that these are correct, or "Go Back" to go back and edit your request.

l Confirm ] l Go Back ]

8. Your request will be added to the user administration screen for the account(s) you have
requested.

Once you have made the access request, you should contact the ERIC Account Administrator to let them
know you have requested access to their account. For security reasons, the system does not generate
an automatic email to the ERIC Account Administrator nor does it notify the requestor if access has been
granted or denied. If you do not know who the ERIC Account Administrator is, contact LDEQ (see
Section 1.10) with the Al number and owner name and request the name and/or email of the ERIC
Account Administrator.

If an ERIC account does not exist for an Al, the note below is displayed. You should contact LDEQ (see
Section 1.10) to have the ERIC account set up.

Emissions Inventory - Request Access

Use this form to request access to a facility for Emissions Inventory reporting purposes.

You have requested access to the following Agency Interest Numbers:

AI Number AI Name | Owner

from your request,

1 The Al number you entered was not found - 1 will be ex
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Your portal account may have access to multiple ERIC accounts. When you log in to ERIC, you will be
presented with a drop down menu of accounts to which you have access. At any time, you can change
the account you are working on using a drop down menu at the bottom of the ERIC home page:

| Reguest access to & Facility (EI submitters, responsible officials, or designated consultants anly)
Q- User Administration
Public Reports

8 Show Help Topics
Change account: | AT#99955599 - Test Al [l
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1.6 Portal Account Management

Once you have logged in to the LDEQ portal system, you can manage your portal account (password and
contact information) by clicking on your display name on the ERIC home page:

——— = —
—_ EI
. - - > - [ESElC
O Emissions Reporting & Inve \%r'
*“ C M © www.deg.louisiana.gov/portal/ONLINESERVICES/AccessERIC.aspx o A
~
LOUISIANA !
Emissions Reporting and Inventory Center
HOME DIVISIONS PROGRAMS SERVICES OMNLINESERVICES NEWS ABOUT — o
ONLINE SERVICES * Access ERIC John Haasbeek | Lgllout
Welcome to ERIC

From the User Profile page, click on the Edit Profile button and you will be directed to a page where you
can manage your password and other aspects of your portal account profile.

YOU ARE HERE: User Profile

IVTYY P[RR O I | LI 1550000

John Haasbeek

e
Edit Profile ’
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& Manage Profile

Manage User Credentials Manage Password Manage Profile Manage Services

I Indicates required fields

User Name: [ jhaasbeek

First Mame: [ I John

Last Name: [ I Haasbeek

Display Name: [ I John Haasbeek

Email Address: [ I jhaasbeek@environcorp.com

m UnRegister

1.7 User Management

The user management functions available to the ERIC Account Administrator are reached using the User
Administration link at the bottom of the ERIC home page:

Public Reports

E show Help Topics
Change account: | AT#99955599 - Test Al [l

The User Administration page shows a list of current portal users that have access to the ERIC account,
and a list of pending access requests:

Current Account Users:

First Name Last Name Email Address Role

Jackiz Heber jackie.heber@lza.gov Administrator Edit Delete
John Haasbezk jhaasbeek @environcorp.com Administrator Edit Delete
Ariznns Deruise Administrator Edit Delete
Sufi Mustafa Administrator Edit Delete
William Sweafford Administrator Edit Delste
William Swiafford Reader Edit Delete

Qutstanding Access Requests:

First Name Last Name Email Address Request Date

e
Bob Crillinger rezilinger@environcorp.com 1/17/2012 Grant Rej ect)

You can grant or reject access requests using the “Grant” and “Reject” links in the Outstanding Access
Requests list (see above). Selecting “Reject” deletes the access request from the list. Selecting “Grant”
moves the portal user’s account from the Outstanding Access Requests to the Current Account Users list
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with a Role of “Reader” (see below). If you wish the user to have a user role other than “Reader”, you
must modify the role.

To modify a user’s role, click the “Edit” link on the user’s row in the Current Account Users list:

Current Account Users:

First Hame Last Name Email Address Role —
Jackiz Heber jackie heber@lz.gov Administrator Q Edit Delste )
Jchn Haasheck jhaasbesk @environcorp.com Administrator Edit Delete
Arianne Deruise Administrator Edit Delete
Sufi Mustafa Administrator Edit Delete
William Swiafford Administrator Edit Delete
Willizm Swafford Reader
Bob Crilingar rezilinger@environcorp.com Reader : I

Administrator

Manager

ResponsibleOfficisl

Use the drop down menu in the Role column to select the role you want the user to have, and click
Update. To delete a user’s role completely, click the Delete link in the user’s row.

You can grant the same role to two different users; for example, you may choose to have more than one
Administrator for the account. You cannot list the same user twice with the same role. Also, you cannot
change or eliminate your own Administrator role unless there is another account with Administrator
privilege (each ERIC account MUST have at least one Administrator).

1.8 User Roles

The ERIC system allows four user roles — each user role defines what that user can do in the ERIC system:

Administrator — this role is the same as the Manager role with the addition of access to the User
Administration functions.

Manager — this role provides editing privileges on your ERIC data. Users with the Manager role can edit
data, upload inventory data in Excel format, create new inventories, edit existing inventories, revise old
inventories, and submit inventories. Managers do not have access to User Administration functions and
therefore, cannot grant user access or modify user roles, nor can they certify inventories online (when
available).

Reader — this role provides read-only access to your ERIC data. Users with this role can view your
inventories and can download the data to a spreadsheet, but they cannot edit any data, upload new
inventory data, or submit the inventory. This is the default user role assigned upon granting access to a
requestor.

Responsible Official — this role provides all of the privileges of the Manager role, plus the ability to
certify an inventory. This will be particularly important when online electronic certification is enabled,
as Responsible Officials will be the only users who can perform that function. Although you may assign
the Responsible Official role to any portal user, you MUST complete and submit the appropriate
paperwork to LDEQ for each such individual.

To assist you with any questions you may have in preparing your inventory, internal LDEQ staff
automatically have Reader role on all ERIC accounts which allows them to view your data and help with
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any issues you may have. In order to better assist you, there may be circumstances in which LDEQ staff
need more than Reader role on your ERIC account. LDEQ staff may then request and be granted access
to the ERIC account as the Manager role or the Administrator Role.

1.9 Changes in Ownership

e Each owner will have their own account in ERIC for the Al
o Access to these accounts is the same as any other account
o Contact the LDEQ staff assigned to the facility’s parish for account set up and initial
access

e Each account’s inventory start and end dates should correspond to the dates of ownership in
TEMPO

o i.e., if Jackie sold her oil and gas facility to Michelle on March 1:

o Jackie’s inventory will be 1/1/2011 - 2/28/2011

o Michelle’s inventory will be 3/1/2011-12/31/2011

o If the dates are not correct in TEMPO, they will be required to be corrected before
submitting the inventory

o Ownership dates in TEMPO are dependent upon the change of ownership forms
submitted to the department in accordance with LAC 33:111.517.G

o Emissions should be for the period of ownership during the reporting year

e The new owner can not report for the entire year as it was done in the past

e Each owner’s inventory will be invoiced according to the emissions reported in the inventory.

1.10 LDEQ Contact Information

For assistance with using the ERIC system, you may contact the LDEQ staff assigned to your Al’s parish.
A list of ERIC Staff Assignments is available on the ERIC website:
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Release Point
Coordinates -

Updated 2/3/2012

ERIC Freguently Azlked
Questions Document -
511

5CCs

-12/01/11

ERIC Resources

Finding Tools to Update

Release Pgint Crientation
Guidance - Updated Z/17/11

equiring Heat Content

ERIC Staff Assignments

= Public Reports Page will be turned on

Before logging in to the system, we strongly encourage you to check out the Resources section and
carefully read the latest guidance document titled "Reporting Year 2011 System Update Guidance".
2011 Reporting Year Resources

Reporting Year 2011 ERIC User Training Presentation (Added 2/8/2012)

The reporting deadline has been permanently changed to April 30 per LAC 33:I1.919.F1.c and LAC 33:I1.5107 A1,

Click Here for Prior Year Reporting Resources

About the Emissions Inventory Program

The Emissions Inventory Unit of the Air Permits Division is responsible for developing comprehensive criteria and toxic pollutant emissions
inventories for the State of Louisiana. The emissions data are used for a variety of planning, regulatory and reporting purposes. The staff

waorks closely with the regulated community, trade groups, and other state and federal agencies to develop and maintain high quality and
current emissions data,

Regulated point sources of criteria air pollutants must submit an inventory of annual criteria pollutant emissions pursuant to the

requirements of LAC 33:I.919, Detailed annual emissions data are maintained on nearly 1200 point sources going back to 1984, with the
number of point sources changing each year.

Always make sure that you include your Al number and owner name in your email or have it handy
when calling.

The mailing address for the Emissions Inventory Section is:

PO Box 4313

Baton Rouge, LA 70803-4313

For delivery ONLY:

602 N Fifth Street

Baton Rouge, LA 70802
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